2003/04 Club Directory - District Planning Calendar


DISTRICT 71 - Planning Calendar

	
	CLUB OFFICERS
	AREA    GOVERNOR
	DIVISION GOVERNOR
	DISTRICT EXECUTIVE

	Jun
	Attend Club Officer Training

Committee meeting to plan for year

Decide DCP targets for year and notify Div Gov

Ensure Proxy sent to District Gov

Check Club Officer lists sent WHQ
	Attend AG Training

Conduct Club Officer Training & send report to WHQ

Start planning Area Councils and Contests
	Attend Div Gov Training

Check Club Officer Training organised - if not, organise at Div level

Check Clubs have set DCP targets
	Conduct Area/Div Gov Training

View Autumn Conf venue and define programme. Send to WHQ -District Officer List, signature card, Dist Calendar  & Club/Area re-alignment: to arrive by 1st July

	Jul
	Start planning demo meeting

Start planning Hum Speech & Table Topics Contests.

NB: order certificates/forms from WHQ well in advance!

Notify members of Semi-Annuals for Oct half year
	Start planning Area Hum Speech & Table Topics Contests, and Area Council meetings

Ensure enough forms/certificates for ALL Area contests

Start planning Club visit number 1
	Start planning for all Div Councils & Contests, esp Hum Speech & TT

Ensure enough forms/certificates

Ensure Club Officer training lists sent off by AGs

Start planning Area/Club visits
	Top 3 Officers plan to attend Intnl Convention and Training

Prepare proxies/paperwork.
Begin  prep for Budget/Directory & plan.    Identify Education Session Speakers for Autumn Conference

Issue District Directory

	Aug
	Advertise demo meeting

Start collecting semi-annuals
	Plan when to visit Clubs and ensure OK with Club Presidents  Confirm ALL Area Councils & Contests, and notify Div Governor
	Confirm ALL Div Councils & Contests, and notify District and Area of dates in good time
	Attend Convention (NB: Banner)

Order Autumn Conf trophies/certs/ ballots  (bring from Convention)

Audit to WHQ by 31st LATEST

	Sep
	Collect Semis & send to WHQ by 30th Sep

Hold demo meeting and Club Humorous Speech and Table Topics Contests
	Hold Area Council meeting

Confirm all Club semis collected/ paid - help with any problems

Start Club visits
	Ensure Area Councils held and attend if appropriate

Confirm with AGs that all Clubs are collecting semis

Complete collection of DCP targets from Clubs; send to LGET by 30th
	Notify District Council meeting date and agenda; request motions

Send to WHQ -Budget, Mgmt Plan, and Area/Div Trng Report

Review arrangements for Aut Conf. Order DCP Awards (IPDG)

	Oct
	Send Semis to reach WHQ by 10th OCT at LATEST

DON’T WAIT FOR LATE PAYERS!
	Hold Hum Speech /TT Contest

in first two weeks of month

Ensure semis paid - adv Div Gov

Send Council report to Dist Sec

Attend Div Council/Contests
	Attend Area Contest where poss

Hold Div Council/Contests

Check payment of semis

Check AG Club visit reports

Send Council report to Dist Sec
	Attend Area/Div Council/Contests

Each Executive Member to review progress in own sphere and prepare report for District Council meeting and send to District Secretary

	Nov
	Attend Dist Conf/Council meeting

Plan International Speech and Evaluation Contests
	Attend Dist Conf/Council meeting

Send Club Visit Reports to DG by 30th November
	Attend Dist Conf/Council meeting

Continue Area/Club visits
	Attend Dist Conf/Council meeting

Overall review of District progress for possible action

View Spring Conference venue

	Dec
	Start to plan next demo meeting
	Report progress in DCP  to Division Governor
	Report Clubs’ progress in DCP to LGET

Give encouragement where needed
	Send Area Reports of Club Visits to WHQ by 31st December

Order Conf trophies/certs/ ballots

	Jan
	Hold  Speech & Evaluation Contests --- LATEST

Notify members and start collecting semi-annuals

Advertise demo meeting
	Hold Area Council meeting

Plan Area Speech & Evaluation Contests.  Conduct Club Officer Training & send report to WHQ.

Start second round of Club visits
	Remind District and Area of dates for next meetings
	Appoint Nominating Committee

Confirm NO outstanding Oct semis

Prep mid-term Audit.

	Feb
	Hold demonstration meeting
	Finalise/hold Area Intnl Spch  & Evaluation contests
	Plan Division Speech & Evaluation Contests.
	Send mid-term Audit to WHQ by 15th Feb LATEST

	Mar
	Collect Semis & send to WHQ by 30th March

Receive Proxy from WHQ (KEEP!)
	Hold Speech & Evaluation Contests in early March

Confirm all Club semis collected/ paid - help with any problems
	Monitor progress of Areas, incl collection of semi-annuals

Attend Area Contests where possible; hold Division Contests
	Notify District Council meeting date and outline agenda; request motions

Finalise Spring Conference

	Apr
	Send Semis to WHQ by 10th APR at LATEST

DON’T WAIT FOR LATE PAYERS!

Nominations for new Club Officers
	Attend Div Council  & Contests

Prepare/send report for District Council meeting to District Sec

Complete Club visits and send Visit Reports to DG by 30th April
	Hold Div Council/Contests in first two weeks of the month

Confirm AG Reports have been prepared and sent to DG

Send Council report to Dist Sec
	Nominating Committee reports to DG

Collate Reports for Conference

	May
	Attend Dist Conf/Council meeting

Hold AGM and elect new Officers;

send Officer List to WHQ/DG asap

Ensure all CTMs/CLs/ATMs /ALs registered WHQ before 30th June

Proxy Cards to DG
	Attend Dist Conf/Council meeting

Monitor DCP and notify Div Gov
	Attend Dist Conf/Council meeting

Continue Area/Club visits

Monitor DCP and notify LGET
	Attend Dist Conf/Council meeting

Identify TM/AG/Div Gov of year

Consider Presidential Citation rqst

Chase Area Reports of Club visits



	Jun
	Handover old to new Committee
Send Club Officer Lists to WHQ and DG by 15th June

Ensure Proxies sent to DG

Complete DCP and register awards with WHQ by  30th June
	Handover to new AG

Check and chase Club DCP with Clubs

Check Club Officer Lists have been sent to WHQ and DG
	Handover to new Div Gov

Monitor DCP and report to LGET

Confirm with AG - Club Officer Lists sent to WHQ and DG
	Send Area Reports of Club Visits to WHQ by 30th June

Rqst any replacement proxies WHQ

Chase up DCP through Div Govs

Encourage registration awards at WHQ by 30th LATEST


If you would like a soft copy of this chart, please email the Directory Editor.
If you have any suggestions for additions/modifications, please let a member of the District Executive know.
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